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Buying and Selling of Holiday Policy 
 

Introduction 
IDE Group recognises the need for staff members to achieve a satisfactory work life balance. The purpose of this policy is to 
enable staff members the opportunity to increase flexibility to alter their holiday entitlement, by buying additional holiday 
days, or by selling some of their holiday days in the following year.  This policy details the guidelines of the scheme.   
 
  Eligibility 
  This scheme is available to all staff members who have signed an Employment Agreement. 

1 What is this policy about?  
1.1 Extra holiday may appeal for all different reasons; the chance to spend more time with family, special holidays or 

simply time to complete a personal project.  Alternatively, if staff members wish to use less than their full holiday 
entitlement, this policy gives the staff members the opportunity to exchange some of their holiday for additional 
salary.  It is all about giving you some extra choices and flexibility.  

2 Are there limits to how much leave I can buy or sell? 

2.1 Yes, staff members are legally entitled to 28 days per full year (minimum of 20 days’ holiday and 8 Bank/Public 
holidays) and this cannot be paid in lieu of taking these days.  Holiday entitlement would be prorated for part time 
workers. So whatever combination of buying and selling staff members are considering, they must always ensure that 
their holiday days do not fall below 20 days per year. IDE Group’s annual holiday entitlement for staff members is 
included as a clause within the Employment Agreement.  

3 Entitlement 
3.1 Full time Employees  

Staff members working on a full-time basis will have the following entitlements: 
The maximum number of days staff can buy is:  5 days 
The maximum number of days staff can sell is:  3 days if your annual holiday entitlement is 23 days 

4 days if your annual holiday entitlement is 24 days 
5 days if your annual holiday entitlement is 25+ days 

3.2 Part time Employees 

For staff members working on a part-time basis the maximum amount of holiday they can buy or sell will be calculated 
on a pro rata basis.    

3.3 Fixed Term and Casual Employees 

Anyone who is employed on a temporary contract of less than one year or on a casual basis will not be permitted 
to enter the scheme. 

4 Duration of scheme 

4.1 The scheme is based around making decisions for the whole of an annual leave year ahead. 

5 Will I pay or be paid for annual holiday days up front?  
5.1 No, the scheme will adjust your pay accordingly over a full calendar year, either by making monthly deductions for 

bought leave or by making monthly payments to you for sold leave. The amounts will be based on a percentage of 
your salary. 

6 What does a single day’s leave cost to buy or sell?  
6.1 For a full-time (5 days per week) staff member, one day is calculated at 1/260th (or 0.385%) of the basic salary. 

Below are a number of examples:  

Employee A earns £20,000pa working a 5-day week.  
The cost of one day of holiday is £20,000 / 260th = £76.92  
This means the monthly cost on their current salary (£76.92/12) is approximately £6.41  
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Employee B earns £20,000pa over a 3-day week.  
The cost of one day of holiday is £20,000 / 156 working days per annum (days the employee works) = £128.21  
That means the monthly cost on their current salary (£128.21/12) is approximately £10.68  

6.2 The Payroll Team will calculate the actual amounts.  However, the above method will give you a good idea of the 
cost based on your current salary.    

7 Can I buy and sell whenever I like?  
7.1 You and your manager must complete and submit the form to buy or sell holiday within the annual enrolment 

window, which is open from mid-November to mid-December (i.e. to give enough notice for the arrangement to 
start on 1 January).  

8 Tax & National Insurance 

8.1 Any additional money received, or money deducted from an employee’s normal salary will be subject to the 
standard application of tax and National Insurance payments. 

9 Payments and Deductions 

9.1 Staff members pay will be adjusted accordingly over the year in which they have made an application. This will either 
be done by making monthly deductions for bought leave or monthly payments for sold leave. The amounts will be 
based on the calculation above (6.1) and will be calculated on basic salary only.  

9.2 If your employment terminates part way through a holiday year IDE Group will pay you 1/260th of your salary for 
each day’s holiday which has accrued but not taken for each complete month worked.  If you have exceeded your 
accrued entitlement, you must repay the appropriate sum (adopting the same calculation set out above).  We may 
deduct any repayment from any sums due to you.   

10. Pension 

10.1 IDE Group pension scheme operates in such a way that contributions are calculated based on staff members 
‘notional’ salary (i.e. annual salary before any salary sacrifice deductions or holiday buy/sell adjustments). Therefore, 
buying or selling holiday will not affect the staff members and employer contribution levels going into the pension 
scheme. 

11  Can my manager block me from buying or selling leave?  

11.1 The arrangements must be discussed with your manager, who authorises the changes. The normal considerations 
about handling workload, not having everyone on holiday at the same time and authorising leave days in advance 
still apply.  As the decisions are made to the same time scale and in advance of the leave year, the manager has 
some opportunity to plan how he or she will accommodate the net increase or decrease in leave days over the 
department. There may in extreme cases be an operational reason why the manager cannot authorise sale or 
purchase holiday, but these are expected to be the exception and not the rule.  

12 What if I change my mind?  

12.1 Once committed to buying or selling holiday for the coming year; staff members cannot change their mind. You 
have chosen your personal entitlement and it is fixed at that level for the year. The days you sell cannot be 
reacquired and whatever your amended leave entitlement for the year, it must be taken by the end of the leave 
year. Carryover rules will still apply.   

13 What if my hours or pay change midway through the year?  

13.1 Changes to your pay within the holiday buy/sell calendar year will not affect the monthly amount paid or deducted.   
14 What if I go on maternity leave?  

14.1 If you have already opted to buy additional leave you will still be required to pay for these days even though you 
may be on maternity leave during the year.  The amount that you will need to pay over the year will be the total of 
twelve monthly deductions at the rate set at 1 January. However, when your maternity pay begins your monthly 
deductions will automatically be amended to reflect your temporary reduction in salary.  During your no pay period 
of maternity leave your deductions will cease completely.  On return from work, however, you will be required to 
make up any balance in one single payment to cover the total amount owed. (If you are still on maternity leave at 
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the end of your leave year, the normal carry over maximum of days will still apply, so you would be advised to plan 
your leave accordingly.)  

14.2 If you have already opted to sell leave you will, of course, still be paid for the days you have sold even though you 
may commence maternity leave during the year. Clearly, the amount due to you over the year will be the total of 
the twelve-monthly payments at the rate set at 1st January. However, when your maternity pay begins the payments 
made to you will automatically be amended to reflect your temporary reduction in salary.  During your no pay period 
of maternity leave payment to you will cease completely. On return from work, however, we will make a single 
payment to you to make up the balance covering the total amount due.  

15 The Procedure 
15.1 The following procedure must be followed when applying to buy or sell holiday: 

• Make a rough calculation of any costs first, and then go to see your Manager to discuss your intentions. 

• Discuss the desired option (buying or selling) with your Manager 

• Complete a ‘Buying / Selling holiday’ form; obtainable from SharePoint or the HR system 

• Obtain your Manager’s signed approval on the form 

• Submit the completed form to the Human Resources Team by the end of the enrolment window 

• The Human Resources Team will confirm whether your application has been successful and where 
appropriate, Payroll will make the necessary adjustments to your salary 

• When staff members book holiday, any purchased holiday will be deducted from the annual entitlement 
first 

16 Points to remember 
16.1 Although the scheme has been introduced to give staff members more control over their benefits, once they have 

committed to the scheme and submitted their application they cannot change their mind. 
16.2 If a staff member buys additional holiday it must be taken be the end of the leave year. IDE Group rules regarding 

the carrying over of leave still apply.  Please refer to your Employment Agreement regarding carryover. 
16.3 If additional leave is “bought” it must be taken.  There is not an option to sell leave back to IDE Group. 
16.4 If there is an alteration to a staff member’s hours partway through the leave year there will be no effect on payments 

or deductions e.g. if staff members buy two days leave and, partway through the year reduce their hours from full-
time to part-time, they will still be entitled to take two days holiday. 
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Application for Buying / Selling Holiday 
Please complete all sections 

Name: Department: 

 
I wish to make an application to buy / sell * leave during the following period:  (* delete as appropriate) 

1                    2                    3                    4                    5  
(circle as appropriate) 

Buying of holiday is based on a maximum of 5 days 
Selling of holiday is based on your current annual entitlement – up to a maximum of 5 days 
 

 
Current Annual entitlement:        23 days        24 days        25+days (please circle) 

 

Period applicable: 
1 January 20________     to 31 December 20_______ (enter leave year dates) 

 
To calculate the net amount that will be payable the formula is as follows: 
Basic salary/260 (number of working days within a year) x number of days to buy/sell = £ 
eg: £20,000/260 x3 = £230.77  
Please note that this payment will be subject to the normal Tax and NI Contributions 

 
Declaration 
By signing this application form I agree to the following: 

• My total number of leave days does not fall below 20 per year (excluding bank holidays), (pro rata for part-time 
staff members)  

• I understand that, if my application is accepted, I have committed to the scheme and cannot withdraw my 
application 

• That my pay will be adjusted accordingly over the year for which the application has been made. This will be done 
by making either monthly deductions for bought holiday or monthly payments for sold holiday 

• The payments or deductions are based on a percentage of my basic salary 
Staff Member (please sign):  Date: 

Staff Member Name (please print):   

Manager Name (please sign):  Date: 

Manager Name (please print):   

For HR & Payroll use only 
HR Representative Name (please print):  Date: 

Payroll Representative Name (please print)  Date 

 
Completed forms to be returned to: benefits@idegroup.com 

 

Disclaimer 

The information that is contained in this document is the property of IDE Group and is intended for internal use only. If you have been 
provided this document or are viewing this document externally, please inform the sender or 

 marketing@idegroup.com immediately. 

The contents of the document must not be reproduced or disclosed wholly or in part or used for purposes other than that for which it is 
supplied without the prior written permission of IDE Group. 

© Copyright IDE Group 2017. 
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